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Introduction

The Homeownership Capacity Data Collection System (the “DCS”) is a web-based data collection system
designed specifically for the Homeownership Capacity Program (the “Program”). Homeownership

Capacity Grantees (the “Grantees”) are required to use the DCS to report on all households that enter
the Program.

This Homeownership Capacity DCS User Guide outlines all the information Grantees will need to gain
access, enter data, navigating the DCS for other tasks such as printing a summary of the Client data and

sorting data to determine the date for subsequent Client follow ups, and how to report issues in the
DCS.

All Program information on data collection, reporting, and documentation requirements related to the
DCS can be found in the Homeownership Capacity Manual (the “Manual”) which is located on the
Minnesota Housing website.
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Chapter 1 — The Homeownership Capacity DCS

1.01 Gaining System Access and User Privileges
Grantees must contact Minnesota Housing in the following situations:

e A staff person (existing or new) needs access to the DCS;

e A staff person who has access no longer needs access.

The Grantee’s Program Manager must contact Minnesota Housing with the following DCS User
information:

e Staff person’s full name;
e Staff person’s email address;

e Date to activate or deactivate access.

Once the staff person (the “User”) has access, they will receive an email with log in instructions. All
Users have the same access privileges. This means that all Users within the Grantee’s organization will
be able to access and can update data on any existing Client in the DCS.

1.02 Accessing the DCS

Once the User obtained access to the DCS, follow the screenshots below on how to log in to the DCS.

Assessing the DCS

m1 WOME ABDUTUS  J0BS  WEWS  POLICY B RESEARCH INVESTORS:

MINNESQTA G Click here to learn more about

HOUSING Minnesota Housing’s response
to COVID-19.
MINNESOTA HOUSING'S
RESPONSE TO COVID-19
K fin

Hometuiyers & Homeowners W & Midtifammily Rental Partrers
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Secure Login — Single Family Applications

. —
.ﬂ Single Family Applications

MINNESOTA
HOUSING

Minnesota Housing Global Login

“Forgot Password” and
“Forgot User Name”
links will provide
instructions on how to
reset your password or

User Name

Pasgwond

& the Single Famiy Secure File Exchange.

IH:me»rm:' o Capacicy Daza Collection nr.a—.l
S5
This toel allaws ne lavel dara for the Homeew

Internet Exploreris
preferred, Other
internet browsers may
resultin loss of
functionality.

user name.
| forot password Forgot User Name | | Supsorted Browser | Cantact Info
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Login

MINNESOTA
HOUSING

Minnesota Housing Global Login

User Name Enter your “User Name”

1 and “Password” and the

Pazgword _ click on "Log In."

Note for ,f...->.'-r..-.-|= user: VYour temparary

possword was emailed to you
Forgot Password Forgot User Name Supported Browser Contact Info

Homeownership Capacity Data Collection System

m

MINNESOTA
HOUSING

Authorized Applications

I Homeownership Capacity Data Collection System I —

You have 90 days left before your password expires. Change Password

Once the User has logged in to the DCS, they may now complete any of the following:

e Add new Client and enter Intake data

e Enter data for any subsequent stage: Annual, Program Completion, Outcome, Client Stopped
Communication

e Other DCS navigation
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1.03 Program Performance Threshold Flow

There are multiple Program Performance Thresholds® where data may be collected. Each stage of the
Client’s progress through the Program is called a Program Performance Threshold or a Survey? in the
DCS. The DCS is designed to release subsequent Program Performance Threshold only once the
necessary information from the previous Program Performance Threshold has been submitted. For
example, a User will only be able to access the Annual, Program Completion Data, Program Completion
Client Survey or Client Stopped Communication Survey(s) once they have submitted all Intake data for
that Client. All required fields must be completed before the User can successfully submit that Program
Performance Threshold data.

See the Homeownership Capacity Program Manual (“the Manual”) for reporting requirements. See
below for the Program Performance Threshold flow established in the DCS.

Program Performance Thresholds Flow + DCS Reporting

LEGEND
mmmm Propram Performance Thresholds + DCS Reporting
s Program Performance Threshold Reporting Outputs

If pursuing homeownership, pre-
purchase services may be offered
or referred between Progrom

Completion and Outcome.

Financially Empowered
and Purchased a Home

Financially Empowered
e 2and Still Pursuing
Homeownership

Financially Empowered
= and Not Pursuing
Homeownership

L Client Stopped Communication

_ Annual . Financially Empowered
{up to 5x & optional) + Pursuing
Homeownership
g INTAKE § Program
Completion

Financially Empowered
+ Mot Pursuing
Homeownership

1.04 Add New Client and Enter Intake Data

Once the User has determined the Client met eligibility requirements, the User may add a new Client
and the Intake data. Follow the screenshots below.

1 Refer to the Homeownership Capacity Program Manual, located on the Minnesota Housing website.

2 Program Performance Thresholds is the term used for the Homeownership Capacity Program. Refer to the Homeownership Capacity
Program Manual for more information. Survey is the term used for the DCS. They may be used interchangeably in this document.
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Welcome Screen

Log off
m Homeownership Capacity Data Collection System

MINNESOTA
HOUSING
Click “Add new Client” to input This table below is a list of
Home » the Intake data. Once the Clients who's already been
Intake data has been created, enterad into the DCS. Each
Test Organization the Client information will column may be sorted.
appear in the table below.

crant ——— O R AR IR AT e Tt FUTSSTET MO FUTCNETES oy TR
L —laia Daia Claa S Daa Daia Daia Daca Daa Lomenincars
10/21/2021 Minnesota Housing | mnhousing, gov &

Add New Client

m Homeownership Capacity Data Collection System

MINNESOTA
HOUSING

Home »

Primary Client Last Name
Client

Primary Client First Name

est

© 2021 - Minnesota Housing Finance Agency

10/21/2021 Minnesota Housing | mnhousing gov 7
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Enter Client Intake Data

m Homeownership Capacity Data Collection System

MINNESOTA
HOUSING

Home »

Test Client

Print Client Summary

@ 2021 - Minnescota Housing Finance Agency

10/21/2021 Minnesota Housing | mnhousinggov 8

Enter Client Intake Data

m Homeownership Capacity Data Collection System

MINNESOTA
HOUSING

Test Client

You can do one of the following:

(i) o

10/21/2021 Minnesota Housi nhausing gov 9
Cancel

1.05 Entering Subsequent Data

Refer to the Manual to ensure data is entered into the correct Survey and for other Client file reporting
or supporting documents. Once the User had added a new Client and Intake data, they may access any
of the following Surveys:

e Annual Data
0 This Survey is optional.

0 This Survey may be completed at any time or annually up to five times.
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This Survey does not need to be completed to access the Program Completion Data survey.

e Program Completion Data

(o}

(0}

The Program Completion Program Performance Threshold will appear after the Intake
Program Performance Threshold data has been entered and completed.

= Users may submit this Program Performance Threshold one time.

=  Follow the Manual for additional guidance.

Users will not be able to go back and enter Annual Data

e QOutcome Data

(0}

The Outcome Program Performance Threshold will appear after the Program Completion
Program Performance Threshold data has been entered and completed.

= Users may submit this survey one time.

=  Follow the Manual for additional guidance.

e Client Stopped Communication

(0]

Refer to the Manual for the circumstances under which a Client should be entered as Client
Stopped Communication.

Once the Client is entered as Client Stopped Communication, the User will not be able to
access any Program Performance Thresholds.

To access this list of Program Performance Thresholds, follow the screenshots below:

Enter Subsequent Data

Cusstion

m Homeownership Capacity Data Collection System

MINNESOTA
HOUSING

Home * City of Mankato ®

Test Client

,_;uruoy ;IEtOI’f

Anmual
Dt
R0

ntaks Dats
VR0

10/21/2021 Minnesota Housing | mnhausing gov 10
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Enter Subsequent Data

Homeownership Capacity Data Collection System

These are Program Performance
Thresholds already completed.

You can do one of the following:

Annual data

These are Program
Performance Thresholds
available to be completed.

Program Performance Threshold

MINNESOTA
HOUSING

11. Client Purswing Homeownership?

Yes @No

12. ¥ not. why?

13. Notes

Homeownership Capacity Data Collection System

S —

14. 1 certify | answered all of the above questions

as WiNp

10/21/2021 | Submit Answers

Cance!

Program Completion

In the Program
Completion DCS entry, be
sure to include notes from
the Program Completion
Form and identify if the
client is financially
empowered.
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Program Performance Threshold

Qutcome Data

m Homeownership Capacity Data Collection System

MINNESOTA
HOUSING

Test Client

These are Program Performance
Thresholds already completed.

These are the final
Outcomes available. Select
the appropriate Outcome.

d and Purchased a Home
d Not ta Purchase

jes fo Pursue Homeownership

1072172021

The User will know they have completed all the required data entry when there are no additional
Program Performance Threshold options to select.
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Chapter 2 — Other DCS Navigation

2.01 Returning to the Survey History Page

At any time, the User may click Cancel to return to the Survey History page for their Client.

No Additional Program Performance Thresholds

m Homeownership Capacity Data Collection System

MINNESOTA
HOUSING

Test Client

e

You can do one of the following:

10/22/2021 Cance — 12

2.02 Printing the Client Summary
At any time after Intake data has been entered, the User can print a summary of the Client data that has
been entered in the DCS. This can be a useful tool to share with the Client to demonstrate progress.

Print Client Survey

m Homeownership Capacity o
Data Collection System
MINNESOTA
HOUSING

20 | Chent Birks Vear e

2 | Savings 8.0 00k

51,4000 S0.0%

50.08

5008

008

For a printable version of the
Client’s history, go to the bottom of

IF‘rint Client Bummaryl — the Survey History and click.

1042242021 Minnesota Housing | mnhousing.gov 14
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Print Client Survey

Homeownership Capacity Data Collection System
Client Summary Report
———
Secondany Clnt
ol - oty Cont —l Client demographics
BetAha IOt §ad Mnar Chrvm 083
E“‘-::. L Babm ] EPunin ity
RNarking Status o ssd o Baiene) Coedn Sasogs
Dtrer Pnarcis Serices Receives JUEZATTE
e —
e e o — Client’s Program
310000 3t ce it b
- o see00 Performance
CCERCE i coe00
Threshold data
B [ ) showing potential
OO = change.
CE RS
-
- =T o=
e i ]
[ ]
(= [ves Bomat wiet |
[ ]
[ ate ameszon Do Tg1z1
10/22/2021 Minneseta Housing | mnhousing.gav 15
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2.03 Returning to the Organization Page

The organization page is where Users will be able to access the full list of all Clients.

Return to Organization Page

m Homeownership Capacity Data Collection System

MINNESOTA
HOUSING

The Organization page will

Home » — display all the Clients who have

entered the Program.
Test Client

Survey History

Anmual

Dt

R0
it

ntaks Data
V12021
it

Cusstion

1042242021 Minnesata Housing | mnhousinggov 16

2.04 Sorting by Client Names or Dates
The DCS allows any column data to be sorted by either in ascending or descending order. This allows a
User to sort by a Client’s name or by date to determine which Client’s require subsequent data entry in
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the DCS.

Sort Data

Log off
m Homeownership Capacity
Data Collection System
MINNESOTA
HOUSING

Home »

o Click on any column name to
Test Organization |sort either ascending or

Add new i descending order.
Clients /

Clieri I1|ah; Dmmrua' Annua Annual Annual Annuat Completion Purchased Mot Purchased Coninuing Client Stoppe
Data Data Data Data Data Data Data Data Data Communcatic
Clignt, Test V2172021 1072172021 102072021 102201
2 w2120
02032013 08102018 RTR0E
10/22/2021 Minnesota Housing | mnhousing.gov 17

2.05 Find a Client Name

To find a Client name, push the “Ctrl” + “F” key on your keyboard at the same time. A box will appear to
enter the Client name.

Search or Find tool

Log off
m Homeownership Capacity I
Data Collection System

- [E] Roac

PRDRAT WY

MINNESOTA On your keyboard, push “Ctrl"
HOUSING +“F” at the same time to
search for a Client. A box will
Home » appear for you to enter the
. . Client’s name.
Test Organization

Chents

Chemt Inlal..e pata™NU8l  Anmusl - Aneusl  Aanual  Annusl - CompletionPurchased Not Purchased Continuing - Client Sioppe
Data Data Daa Data Data Data Data Data Data Communcatic
Chort, Test A0 A0 AW20E 22021
Chent, Test 102172021
TEST, TEST 0320 18 0B IR 18 HT01E
10/22/2021 Minnesota Housing | mnhousinggov 18

2.06 Editing Data

Users do not have the ability to edit submitted surveys and must report edits to Minnesota Housing.

13 OCTOBER 2021



MINNESOTA HOUSING — HOMEOWNERSHIP CAPACITY
DATA COLLECTION SYSTEM USER GUIDE

Common situations where edits are required:
e Datais entered incorrectly.
e The same Client is entered multiple times.

e AClientis entered as Client Stopped Communication but re-engages before the time that they can
be counted as a new Client under the Program.

Users can request edits at any time. They do not need to wait until the end of the quarter. Users must
report all errors by emailing HomeownershipCapacity.mhfa@state.mn.us with the following
information:
e First two letters of the Client’s last name, first two letters of the Client’s first name
0 Do notinclude the Client’s full name.
e Intake date
e Adescription of the issue

Please see below for a few samples:
e Datais entered incorrectly
0 Client Name:Jo..., De...
0 Intake Date: 04/02/2018
0 The credit score at Intake needs to be changed from 642 to 624

0 Client Name: Hu....., Ma....
O Intake Date: 04/06/2018
0 The Program Completion survey was submitted in error. Please remove this survey.

e The same Client is entered multiple times
0 Client Name: Va...., Br.....
0 Intake Dates: 01/02/2021 and 01/09/2021
0 This Client is a duplicate Client in the DCS. Delete this Client’s 1/9/2021 entry.

e A Client re-engages after being entered as Client Stopped Communication but before they can
be counted as a new Client under the Homeownership Capacity program
0 Client Name: An.....,, No....
O Intake Date: 04/03/2021
O The Client Stopped Communication survey needs to be removed as this Client has re-
engaged and cannot yet be counted as a new Client.

Minnesota Housing program staff can complete most edits in the DCS. If the edit can be made by
program staff, you will receive a response to your email once the edit has been completed.

Often edits need to be made with the assistance of Minnesota Housing’s technology information
department. In these instances, a list is maintained and submitted on a quarterly basis. You will be
notified via email if the edit requires this additional assistance. Once all edits are completed by
technology information department, all contacts for your organization will receive a spreadsheet with
each requested edit and the date the edit was completed. This will be sent via the Single Family Secure
File Exchange, LeapFile.
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2.07 Logging Out
To log out of the system, click Log Out in the upper right hand corner of any screen. After 15 minutes of
inactivity, the DCS will automatically log the User out. If the User has not already submitted data, the

data in any survey that is partially completed will be lost.
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Return to Organization Page

m

MINNESOTA
HOUSING

Home »

Test Organization

10/22/2021

Homeownership Capacity
Data Collection System

Minnesota Housing | mnhousing gov

(=]

2.08 Reporting DCS Issues
To report any issues with the DCS, send an email describing the issue to
HomeownershipCapacity.mhfa@state.mn.us. If any personally identifiable information (Pll) on a

Client must be included, only include the first two letters of the first name and the first two letters of the
last name as well as the Intake date. The full Client name should not be included.
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